
DOCUMENT RESUME

ED-107 990 CE 004 203

AUTHOR Nichols, Lowell E.
TITLE An Analysis of the Typewriting Service Specialist

Occupation.
INSTITUTION Ohio State Dept. of Education, Columbus. Div. of

Vocational Education.; Ohio State Univ., Columbus.
Trade and Industrial Education Instructional
Materials Lab.

SPONS AGENCY Office of Education (DHEW), Washington, D.C.
PUB DATE [75]
NOTE 57p.; For related documents, see CE 004 160-202, CE

004 204-206, CE 004 263-268, and CE 004 425-427

EDRS PRICE MF-$0.76 HC-$3.32 PLUSNPOSTAGE
DESCRIPTORS Communication Skills; *Equipment Maintenance; *Job

Analysis; Knowledge Level; *Machine Repairmen;
*Occupational Information; Office Machines; Safety;
Service Occupations; Skill Analysis; Skill
Development; Skilled Occupations; *Task Analysis;
Task Performance; Work Attitudes

ABSTRACT
The general purpose of the occupational analysis is

to provide workable, basic information dealing with the) many and
varied duties performed in the typewriter servicing occupation. The
document opens with a brief introduction followed by a job
description. The bulk of the document is presented in table form.
Three duties are broken down into a number of tasks and for each task
a two-page table is presented, showing on the first page: tools,
equipment, materials, objects acted upon; performance knOwled,,e
(related also to decisions, cues and errors); safety--hazard; and on
the second page: science; math--number systems; and communir,tions*
(performance modes, examples, and skills and concepts). The duties
are: maintaining and repairing typewriters, operating a parts
department, and managing and supervising a service department.
(BP)

***********************************************************************
Documents acquired by ERIC include many informal unpublished

* materials not available from other sources. ERIC makes every effort *
* to obtain the best copy available. nevertheless, items of marginal *
* reproducibility are often encountered and this affect the quality *
* of the microfiche and hardcopy reproductions ERIC makes available *
* via,the ERIC Document Reproduction Service (EDRS). EDRS is not
* responsible for tile quality of the original document. Reproductions *
* supplied by EDRS-are the best that can be made from the'original.
***********************************************************************



O
cc

up
at

io
na

l A
na

ly
si

s

ce
-o

oL
l 2

03

U
S

 D
E

 P
A

P
T

M
E

N
T

A
E

A
LT

H
E

D
U

C
A

T
IO

N
 &

 W
E

LF
A

R
E

N
A

T
IO

N
A

L 
IN

S
T

IT
U

T
E

 O
F

E
D

U
C

A
T

IO
N

1
01

, ,
M

T
fA

S
 B

E
E

N
 R

E
P

R
O

irE
C

 E
x.

A
S

 P
E

C
E

P
iE

F
R

O
m

'.g
i P

S
 r

, O
N

O
R

 (
)P

(S
N

tiZ
A

T
,O

N
 O

R
IG

IN
A

t
P

O
 Y

T
S

C
 \E

w
 O

R
 O

P
IN

IO
N

S
S

'A
'f 

r
N

O
T

 4
E

 C
E

S
,A

.IL
Y

 R
E

P
R

E
T

".
: A

, N
A

 ,O
N

A
,. 

IN
S

T
IT

U
T

E
 O

F
E

C
IL

,C
 A

I O
N

 P
O

S
' I

O
N

 O
P

 P
O

LI
C

Y

11 IN

T
Y

PE
W

R
IT

E
R

SE
R

V
IC

E
SP

E
C

IA
L

IS
T

E
D

10
79

9n
st

ru
ct

io
na

l M
at

er
ia

ls
 L

ab
or

at
or

y
5r

ad
e 

an
d 

9n
du

st
ri

al
Sd

uc
at

io
n

Sh
e 

O
hi

o 
St

at
e

U
ni

ve
rs

ity
52

 3
6



AN ANALYSIS OF THE TYPEWRITER SERVICING OCCUPATION

Developed By

Lowell E. Nichols
Instructor, Business Machine Repair

Mahoning J.V.S.
Canfield, Ohio

Occupational Analysis
E.P.D.A. Sub Project 73402

June 1, 1973 to December 30, 1974
Director: Tom L.*Hindes

Coordinator: William L. Ashley

The Instructional Materials Laboratory
Trade and Industrial Education

The Ohio State University

3



"The activity which is the subject
of this report was supported in
whole or in part by the U.S. Office
of Education, Department of Health,
Education, and Welfare. However,
the opieleatAxer'ssed herein do
not reflect the position or policy
of the U.S. Office of Educatioa,
and no official endorsement by the
U.S. Office of Education should be
inferred."

Lf-



TABLE OF CONTENTS

Foreword

Preface vii

Acknowledgment
ix

Job Description
xi

Duties
A Maintaining and Repairing Typewriters

1

B Operating A Parts Department . . c ******* 29
C Managing and Supervising A Service Department 37



FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in din-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the. techniques of making a comprehensive occupational
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain gxperience in
developing analysis documents for sixty-one different occupations. Represen-
tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors, in conducting toe analysis process.

The project was conducted in three phases. Phase one involved the planning
and development of the project strategies. The analysis process was based
on sennd principles of learning and behavior. Phase two was the identifica-
tion, seledtion and orientation of all participants. The training and work-
shop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were
assisted by both occupational consultants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instruc-
tors capable of conducting and assisting in a comprehensive analysis of
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis, included a statement of the various tasks performed
in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and
skills of mathematics, science and communicat!on needed for successful per-
formance in the occupation. The analysis data provided a basis for generating
instructional materials, course outlines, student pekcormance objectives,
criterion measures as well as identifying specific supporting skills and
knowledge in the academic subject areas.



PREFACE

The goal of this document is to describe the various tasks required.of a typewriter
service specialist. The scope of the analysis includes the tasks performed'in both
the customer's office and the repair shop. The duties are limited to maintaining
and repairing typewriters and managing a repair shop. The analysis follows the tasks
in the order in which they would generally be performed.
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JOB DESCRIPTION

The participant endeavored in this book to describe the duties and tasks required of
the personnel in a typewriter repair service department. The analysis covered the jobs
ofan in-shop service person, an outside service person, the parts manager, and the
service manager. It must be noted that in a small service department, any one or all
of these jobs may be combined.

Before becoming a qualified service person, it is necessary to serve an apprenticeship,
the length of time depending on the rate of progress. During the apprenticeship, the
nomenclature of parts must be learned plus the duties of an outside and in-shop serviceperson. It is also customary to attend service training schools when experience .snd
learning warrant it.

The duties of an in-shop service person are those of repairing a typewriter and factory
rebuilding of a typewriter.

The duties of an outside service person are those of preventative maintenance and the
repairing of a typewriter.

The duty of the parts manager is that of operating an efficient parts department.

The duties of a service manager include all those of an in-shop service person, an outside
service person, the parts manager, plus that of management and supervision.

ID



Duty A Maintaining and Repairing Typewriters

1 Meet with customer and locate typewriter
2 Diagnose the problem on a typewriter
3 Estimate cost on the repairing of a typewriter
4 Clean a typewriter by hand
5 Chemically clean a typewriter
6 Disassemble a typewriter according to sequence
7 Remove and replace worn parts on a typewriter
8 Lubricate a typewriter
9 Assemble a typewriter according to sequence

10 Adjust a typewriter according to sequence
11 Inspect the finished work on a typewriter
12 Paint and refinish a typewriter
13 Record necessary data on each typewriter repair

it
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Duty B Operating A Parts Department

1 Maintain a complete parts and supply inventory in service department
2 Ship and receive parts and supplies
3 Maintain complete library of parts catalogues and service maOuals
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29



(T
A

S
K

- 
S

T
A

T
E

M
E

N
T

)
M
A
I
N
T
A
I
N
 
A
 
C
O
M
P
L
E
T
E
,
 
P
A
R
T
S
 
A
N
D
 
S
U
P
P
L
Y
 
I
N
V
E
N
T
O
R
Y
 
I
N
 
S
E
R
V
I
C
E
 
D
E
P
A
R
T
M
E
N
T

. T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

.,.

.

.1
9

.

S
A

F
E

T
Y

H
A

Z
A

R
D

.

P
a
r
t
s
 
c
a
b
i
n
e
t
s

F
i
l
e
 
c
a
b
i
n
e
t
s

C
a
r
d
 
f
i
l
e

O
r
d
e
r
 
f
o
r
m
s

S
t
o
r
a
g
e
 
c
a
b
i
n
e
t
s

,

.

1

_
x
)

0
_

C
a
t
a
l
o
g
u
e
 
a
l
l
 
p
a
r
t
s

O
p
e
r
a
t
e
 
p
a
r
t
s
 
-
i
n
 
-
p
a
r
t
s
 
-
o
u
t
 
s
y
s
t
e
d

O
r
d
e
r
 
p
a
r
t
s
 
a
n
d
 
s
u
p
p
l
i
e
s

C
r
e
s
s
 
r
e
f
e
r
e
n
c
e
 
p
a
r
t
s

F
i
l
e
 
o
r
d
e
r
s

S
t
o
r
e
 
s
u
p
p
l
i
e
s

.

.

.
,

-

.

D
E
C
I
S
I
O
N
S

C
U

E
S

E
R

R
O

R
S

D
e
t
e
r
m
i
n
e
'
h
i
g
h
 
m
o
r
t
a
l
i
t
y
 
p
a
r
t
s

,
D
e
t
e
r
m
i
n
e
 
t
y
p
e
 
o
f
 
c
a
r
d
 
s
y
s
t
e
m
 
f
o
r
.

P
a
r
t
s
-
i
n
 
a
n
d
 
p
a
r
t
s
-
o
u
t

1

I
n
a
b
i
l
i
t
y
 
t
o
 
f
i
n
d
 
p
a
r
t
s

D
e
p
l
e
t
i
o
n
 
o
f
 
p
a
r
t
s

.
,

.

S
l
o
w
 
d
o
w
n
 
o
f
 
p
r
o
d
u
c
t
i
o
n

-
7
-
r
a
m
m
i
a
m
m
e
m
v
m
n
i
i
-
.



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

M
A
I
N
T
A
I
N
 
A
 
C
O
M
P
L
E
T
E
 
P
A
R
T
S
 
A
N
D
 
S
U
P
P
L
Y
'
 
I
N
V
E
N
T
O
R
Y
 
I
N
S
E
R
V
I
C
E
 
D
E
P
A
R
T
M
E
N
T

S
C
I
E
N
C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

P
h
y
s
i
c
a
l

.
C
h
e
m
i
c
a
l
 
d
e
t
e
r
i
o
r
a
t
i
o
n

B
e
h
a
v
i
o
r
a
l

C
o
n
c
e
n
t
r
a
t
i
o
n

.

M
e
n
t
a
l
 
a
l
e
r
t
n
e
s
s

1

M
e
n
t
a
l
 
c
l
a
r
i
t
y

O
r
g
a
n
i
z
a
t
i
o
n

-
3

I

P
o
s
i
t
i
v
e
 
R
a
t
i
o
n
a
l

[
d
e
c
i
m
a
l
]

F
u
n
d
a
m
e
n
t
a
l
 
O
p
e
r
a
t
i
o
n
s

[
c
a
l
c
u
l
a
t
i
o
n
]

A
d
d
i
t
i
o
n
,
 
S
u
b
t
r
a
c
t
i
o
n
,
 
M
u
l
t
i
p
l
i
c
a
t
i
o
n
 
A
l
g
o
r
i
t
h
m

U
s
e
 
o
f
 
N
u
m
b
e
r
s

(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
]

.

C
o
u
n
t
i
n
g
,
 
i
n
d
e
x
i
n
g
,
 
a
n
d
 
c
o
d
i
n
g

[
p
a
r
t
s
 
c
a
t
a
l
o
g
]

t
,
i
a
s
i
c
 
A
r
i
t
h
m
e
t
i
c
 
S
k
i
l
l
s
 
a
n
d
 
C
o
n
c
e
p
t
s

F
i
n
d
i
n
g
 
a
 
p
e
r
c
e
n
t
 
o
f
 
a
 
n
u
m
b
e
r
 
a
n
d
 
w
h
a
t
 
p
e
r
c
e
n
t
 
o
n
e

n
u
m
b
e
t
 
i
s
 
o
f
 
a
n
o
t
h
e
r

R
o
u
n
d
i
n
g
.
o
f
f
 
d
e
c
i
m
a
l
s
 
a
n
d
 
w
h
o
l
e
 
n
u
m
b
e
r
s

R
e
a
d
i
n
g
:

I
n
t
e
r
p
r
e
t
i
n
g
 
t
a
b
l
e
s

[
p
a
r
t
s
 
p
r
i
c
e
 
c
a
t
a
l
o
g
]

B
a
s
i
c
 
M
e
a
s
u
r
e
m
e
n
t
 
S
k
i
l
l
s
 
a
n
d
 
C
o
n
c
e
p
t
s

M
e
a
s
u
r
e
m
e
n
t
:
,
 
n
o
n
 
g
e
o
m
e
t
r
i
c

[
m
o
n
e
y
]

C
O

M
M

U
N

IC
A

T
IO

N
S

.
P

E
R

F
O

R
M

A
N

C
E

 M
O

D
E

S
E

X
A

M
P

LE
S

.
S

K
IL

LS
/C

O
N

C
E

P
T

S

A
l
i

W
r
i
t
i
n
g

,

V
i
e
w
i
n
g

C
a
t
a
l
o
g
i
n
g
 
a
n
d
 
o
r
d
e
r
i
n
g

.

C
h
e
c
k
i
n
g
 
i
n
v
e
n
t
o
r
y 3
1

P
e
n
m
a
n
s
h
i
p

S
p
e
l
l
i
n
g

C
l
a
s
s
i
f
i
c
a
t
i
o
n

D
e
s
c
r
i
p
t
i
o
n

R
e
p
o
r
t
s

[
i
n
f
o
r
m
a
t
i
o
n
a
l
]

1

B
u
s
i
n
e
s
s
 
l
e
t
t
e
r
s

T
e
r
m
i
n
o
l
o
g
y
 
/
G
e
n
e
r
a
l
 
V
o
c
a
b
u
l
a
r
y

C
l
a
r
i
t
y
 
o
f
 
e
x
p
r
e
s
s
i
o
n

V
i
s
u
a
l
 
a
n
a
l
y
s
i
s



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

S
H
I
P
 
A
N
D
 
R
E
C
E
I
V
E
 
P
A
R
T
S
 
A
N
D
 
S
U
P
P
L
I
E
S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N

S
c
a
l
e
s

P
o
s
t
a
g
e
 
m
e
t
e
r

P
a
c
k
a
g
e
 
w
r
a
p
p
i
n
g

S
e
a
l
i
n
g
 
t
a
p
e

S
h
i
p
p
i
n
z
 
c
o
n
t
a
i
n
e
r

T
a
p
e
 
m
a
c
h
i
n
e

D
e
t
e
r
m
i
n
e

D
e
t
e
r
m
i
n
e

D
e
t
e
r
m
i
n
e

D
e
t
e
r
m
i
n
e

D
E

C
IS

IO
N

S

m
e
t
h
o
d
 
o
f
 
s
h
i
p
p
i
n
g

t
y
p
e
 
o
f
 
p
a
c
k
i
n
g

d
e
g
r
e
e
 
o
f
 
d
a
m
a
g
e

c
l
a
s
s
i
f
i
c
a
t
i
o
n
 
o
f
 
f
r
e
i
g
h
t

P
E

R
F

O
R

M
A

N
C

E
K

N
O

W
LE

D
G

E
am

m
is

em
is

am
em

m
aa

ra

S
A

F
E

T
Y

H
A

Z
A

R
D

P
a
c
k
 
r
u
b
b
e
r
 
a
n
d
 
p
a
r
t
s
 
t
o
 
b
e
 
s
e
n
t
'
b
a
c
k

I
n
s
e
r
t
 
d
h
i
p
p
i
n
g
 
o
r
d
e
r

A
d
d
r
e
s
s
 
n
4
k
a
g
e

P
r
o
p
e
r
l
y
 
w
r
a
p
 
a
n
d
 
s
e
a
l
 
p
a
c
k
a
g
e

W
e
i
g
h
 
p
a
c
k
a
g
e

C
a
l
c
u
l
a
t
e
 
a
n
d
 
a
f
f
i
x
 
p
o
s
t
a
g
e
 
s
h
i
p
p
i
n
g

r
a
t
e
s

'

S
e
n
d
 
p
a
c
k
a
g
e

S
i
g
n
 
f
o
r
 
r
e
c
e
i
p
t
 
o
f
 
p
a
c
k
a
g
e

J
u
s
t
i
f
y
 
o
r
d
e
r
 
w
i
t
h
 
m
e
r
c
h
a
n
d
i
s
e

r
e
c
e
i
v
e
d

N
o
t
i
f
y
 
c
o
m
p
a
n
y
 
o
f
 
s
h
o
r
t
a
g
e
s
 
a
n
d

d
a
m
a
g
e
d
 
m
e
r
c
h
a
n
d
i
s
e

J
'
i
s
t
i
f
y
 
b
i
l
l
i
n
g
 
c
h
a
r
g
r
s

S
a
f
e
t
y

P
r
o
p
e
r
 
p
a
c
k
a
g
4
n
g

H
a
z
a
r
d

D
a
m
a
g
e
d
 
m
e
r
c
h
a
n
d
i
s
r
.

C
U
E
S

W
e
i
g
h
t

S
h
i
p
p
i
n
g
 
r
a
t
e
s

C
o
n
t
e
n
t
 
o
f
 
p
a
c
k
a
g
e

D
a
m
a
g
e
d
 
c
o
n
t
a
i
n
e
r
s

D
i
s
t
a
n
c
e
 
b
e
i
n
g
 
s
e
n
t

E
R

R
O

R
S

D
a
m
a
g
e
d
 
m
e
r
c
h
a
n
d
i
s
e

E
x
c
e
s
s
i
v
e
 
r
a
t
e
s



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

S
H
I
P
 
A
N
D
 
R
E
C
E
I
V
E
 
P
A
R
T
S
 
A
N
D
 
S
U
P
P
L
I
E
S

...
...

S
C

IE
N

C
E

-
M

A
T

H
N

U
M

B
E

R
 S

Y
S

T
E

M
S

_-
-

--
--

,-
--

,-
---

,-
-

--
,

P
h
y
s
i
c
a
l

.
 
C
h
e
m
i
c
a
l
 
d
e
t
e
r
i
o
r
a
t
i
o
n

B
i
t
h
a
v
i
o
r
a
l

A
t
t
e
n
t
i
o
n

,
-
-
C
o
n
c
e
n
t
r
a
t
i
o
n

,

M
e
n
t
a
l
 
a
l
e
r
t
n
e
s
s

M
e
n
t
a
l
 
c
l
a
r
i
t
y

O
r
g
a
n
i
z
a
t
i
o
n

.

-
-
-
-
-

i

,
-
-

P
o
s
i
t
i
v
e
 
R
a
t
i
o
n
a
l

[
d
e
c
i
m
a
l
s
]

F
u
n
d
a
m
e
n
t
a
l
 
O
p
e
r
a
t
i
o
n
s

[
c
a
l
c
u
l
a
t
i
o
n
]

A
d
d
i
t
i
o
n
 
a
l
g
o
r
i
t
h
r

S
u
b
t
r
a
c
t
i
o
n
 
a
l
g
o
r
i
t
h
m

M
u
l
t
i
p
l
i
c
a
t
i
o
n
 
a
l
g
o
r
i
t
h
m

-
-
F
f
I
g
u
r
i
n
g
_
p
o
s
t
a
g
e
 
a
n
d
 
w
e
i
g
h
t
s
]

B
a
s
i
c
 
M
e
a
s
u
r
e
m
e
n
t
 
S
k
i
l
l
s
 
a
n
d
 
C
o
n
c
e
p
t
s

M
e
a
s
u
r
e
m
e
n
t
:

n
o
n
-
g
e
o
m
e
t
r
i
c

W
e
i
g
h
t

[
w
e
i
g
h
i
n
g
 
p
a
c
k
a
g
e
s
]

,

C
O

M
M

U
N

IC
A

T
IO

N
S

__
__

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
,

S
K

IL
LS

/C
O

N
C

E
P

T
S

_

m
e
t

V
i
e
w
i
n
g

R
e
a
d
i
n
g

W
r
i
t
i
n
g

'

.
 
,

;

.

'

W
e
i
g
h
i
n
g
 
p
a
c
k
a
g
e
s

-
R
a
t
e
s
,
 
w
e
i
g
h
t
s
,
 
o
r
d
e
r
s
,
 
a
n
d
 
b
.
,
.
.

.

W
e
i
g
h
t
s
,
 
a
d
d
r
e
s
s
e
s

.

.

S
3

M
e
m
o
r
y

C
o
m
p
r
e
h
e
n
s
i
o
n

D
e
t
a
i
l
 
i
n
f
e
r
e
n
c
e

P
e
n
m
a
n
s
h
i
p

N
. \ S

p
e
 
1
 
l
i
n
 
g



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

M
A
I
N
T
A
I
N
 
C
O
M
P
L
E
T
E
 
L
I
B
R
A
R
Y
 
O
F
 
P
A
R
T
S
 
C
A
T

O
G

T
O

O
LS

,; 
E

Q
U

IP
M

E
N

T
, M

A
T

E
R

IA
LS

,
O

B
JE

C
T

 A
C

T
E

D
 U

P
O

N
-

P
E

R
F

O
R

M
A

N
C

E
' K

N
O

W
LE

D
G

E
-

S
A

F
E

T
Y

H
A

Z
A

R
D

P
a
r
t
s

S
e
r
v
i
c
e

S
b
e
l
f
i
n
g

C
a
t
o
l
o
g
i
n
g

c
a
t
a
l
o
g
u
e
s

m
a
n
u
a
l
s

u
n
i
t
s

s
y
s
t
e
m

'

C
a
t
a
l
o
g
u
e
 
m
a
n
u
a
l
s
 
f
o
r
 
p
a
r
t
s
 
a
n
d

s
e
r
v
i
c
e

O
b
t
a
i
n
 
a
n
d
 
c
a
t
a
l
o
g
u
e
 
a
l
l
 
p
r
i
c
e

c
h
a
r
i
g
e
s
 
a
n
d
 
r
e
v
i
s
i
o
n
s

i

N
.
.
,
-
;

0

E
R

R
O

R
S

D
e
c
i
d
e

D
E
C
I
S
I
O
N
S

C
U

E
S

f
i
l
i
n
g
 
s
y
s
t
e
m

I
n
a
b
i
l
i
t
y
 
t
o
 
f
i
n
d
 
n
e
e
d
e
d
 
m
a
t
e
r
i
a
l

I
n
e
f
f
i
c
i
e
n
t
 
s
y
s
t
e
m

1

m
m
i
m
m
i
m
m
i
m
m
a
s
.
.
.
.
-
7
=
n
u
m
m
m
m
i
c
u
m
m
=
w
a
m
m
m
i
l
m
m
m
m
m
m
m



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

M
A
I
N
T
A
I
N
 
C
O
M
P
L
E
T
E
 
L
I
B
R
A
R
Y
 
O
F
 
P
A
R
T
S
 
C
A
T
A
L
O
G
U
E
S
 
A
N
D
 
S
E
R
V
I
C
E
 
M
A
N
U
A
L
S

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

B
e
h
a
v
i
o
r
a
l

C
o
n
c
e
n
t
r
a
t
i
o
n

M
e
n
t
a
l
 
a
l
e
r
t
n
e
s
s

O
r
g
a
n
i
z
a
t
i
o
n

C
a
t
a
l
o
g
i
n
g
 
M
a
n
u
a
l
s

U
s
e
 
o
f
 
N
u
m
b
e
r
s

(
w
i
t
h
o
u
t
 
c
a
l
c
u
l
a
t
i
o
n
)

C
o
d
i
n
g

I
n
d
e
x
i
n
g

O
r
d
e
r
i
n
g

C
O
M
M
U
N
I
C
A
T
I
O
N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

R
e
a
d
i
n
g

W
r
i
t
i
n
g

V
i
e
w
i
n
g

R
e
v
i
s
i
o
n
c
 
a
n
d
 
c
h
a
n
g
e
s

O
b
t
a
i
n
i
n
g
 
r
e
v
i
s
i
o
n
s
 
a
n
d
 
c
h
a
n
g
e
s

C
a
t
a
l
o
g
i
n
g

1
M
k

,

C
o
m
p
r
e
h
e
n
s
i
o
n

I
n
f
o
r
m
a
t
i
o
n
a
l
 
r
e
p
o
r
t
s

T
e
r
m
i
n
o
l
o
g
y

P
r
o
c
e
s
s
 
I
n
s
t
r
u
c
t
i
o
n
s

P
e
n
m
a
n
s
h
i
p

S
p
e
l
l
i
n
g

D
e
s
c
r
i
p
t
i
o
n

B
u
s
i
n
e
s
s
 
l
e
t
t
e
r
s

T
e
r
m
i
n
o
l
o
g
y
/
G
e
n
e
r
a
l
 
V
o
c
a
b
u
l
a
r
y

M
e
m
o
r
y

R
e
c
o
g
n
i
t
i
o
n
 
o
f
 
s
y
m
b
o
l
s
,
 
c
o
d
e
s
,
e
m
b
l
e
m
s

s
i
i
r
e
t



Duty C Managing and Supervising A Service Department

1 Hire typewriter service personnel and apprentices
2 Dismiss an employee
3 Maintain a standard of quality and production control in service department
4 Maintain good customer relations in service department
5 Advertise and promote service on typewriter
6 Maintain an apprentice training program in service department
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